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Instructions

Introduction

This register shall contain enrolment data on part-time sec-
ondary school pupils only. Part-time secondary school pupils are
defined as pupils who are registered for classroom instruction
for an average of less than 210 minutes per school day in the
school cycle. For details on the calculation of minutes of class-
room instruction in secondary schools, see “Admission” below.

This register must be used along with the Register of Full-Time
Enrolment for Secondary Schools (called “full-time enrolment
register” in the rest of these instructions). See also “Use of the
Register” below.

Regulations Pertaining to the Register

See the full-time enrolment register for the regulations on the
maintenance and retention of the register and for information on
the collection of data required in the register.

Responsibilities of the Principal
Basic Requirements

The principal’s responsibilities are the same as those outlined in
the fulltime enrolment register.

The principal shall ensure that all teachers of pupils whose
enrolment is recorded in the full-time and part-time day school
registers are regular day school teachers employed by the
board or occasional teachers employed by the board to teach
as substitutes for teachers who are members of the board’s
regular day school teaching staff.

Ontario School Information System (0OnSIS)

The full-time equivalents (FTEs) reported for each pupil on the
0nSIS School Enrolment screens for the ministry’s enrolment-
count dates of October 31 and March 31 shall equal the FTEs
recorded for these pupils on these dates in the applicable min-
istry enrolment register(s).

Admission

In this register, the term “internal admission” refers to:

- a part-time pupil whose name was on the roll of the same
school on the last day of the previous school year;

- a pupil who was previously a full-time pupil but who has
become a part-time pupil during the school year.

In this register, the term “external admission” refers to:

- a part-time pupil who enrols for the first time at a school;

- apupil who re-enrols at a school as a part-time pupil after
having transferred or retired from that school.

This publication is available on the Ministry of Education’s website, at
http://www.edu.gov.on.ca/eng/policyfunding/forms.html.

The pupil’s timetable must be used to determine the number of
minutes of classroom instruction. (The timetable in effect on the
last school day in October is to be used to determine whether a
pupil is full-time or part-time for the October enrolment-count
date, and the timetable in effect on the last school day in March
is to be used to determine whether a pupil is full-time or part-
time for the March enrolment-count date.) Time spent by pupils
participating in the Prior Learning Assessment and Recognition
(PLAR) process will not be recognized as classroom instruction
time. Travel time between classes must not be included in the
calculation of the amount of classroom instruction. Whenever
there is a change in a pupil’s timetable, school staff must deter-
mine immediately whether the change affects the pupil’s status
as a full- or part-time pupil. In addition, each pupil’s timetable
must be examined on the last school day of October and March
to ensure that he or she is correctly classified as full-time or
part-time.

The principal shall ensure that pupils who are adults are indi-
cated as such in the register - that is, pupils who are already

twenty-one years of age or over or who will turn twenty-one on
or before December 31, 2007.

Transfer and Retirement

In this register, the term “internal transfer” refers to a pupil who
was previously a part-time pupil, or a part-time pupil who was
also taking one or more courses through independent study, but
who has become a full-time pupil.

In this register, the term “external transfer” refers to:

- a part-time pupil who withdraws from a publicly funded
school in Ontario and enrols in another publicly funded school
in Ontario;

- a part-time pupil who is transferred to an educational pro-
gram in a care and treatment or correctional facility.

In this register, the term “retirement” refers to:

- a part-time pupil who withdraws from a publicly funded
school in Ontario and does not enrol in another publicly
funded school in Ontario;

- a part-time pupil who leaves the school to participate in an
approved educational exchange;

- apart-time pupil who has been expelled from school.

Absenteeism

The principal shall ensure that the provisions on absenteeism
given in the full-time enrolment register apply. For part-time
pupils, “consecutive school days” means days on which they are
scheduled to attend classes.

Enrolment Summary

The principal shall sign the register, certifying that the totals
given in items 1 to 4 for the last school day of October and March
are accurate.

Use of the Register
General Information

School boards are no longer required to seek ministry approval
to use computerized enrolment-recording systems instead of the
ministry’s registers. When board staff are satisfied that their
computerized enrolment-recording system meets ministry
requirements, their schools are no longer required to use the
enrolment registers issued by the ministry. Ministry staff are
available to provide advice during the board’s implementation of
a computerized system.

However, school boards remain responsible for ensuring that
their computerized enrolment-recording systems provide accu-
rate data and satisfy all ministry requirements. These records
must also be retained for the required length of time for ministry
audit purposes (see “Retention of Pupil Enrolment Records” on
page 2 of the full-time register).

This register must be used to record the enrolment of part-time
pupils, as defined in the Introduction. The register must include
all of the part-time study for a particular pupil, which could be
one or more courses. This register must not be used to record
enrolment in correspondence courses or enrolment in any
courses taken through independent study.

The attendance of all part-time secondary school pupils must be
recorded on Daily Attendance Cards or, if attendance is kept
through a computerized system, in Daily Attendance Records.

Pupils recorded in the Part-Time Enrolment Register must be
reported as part-time pupils in the OnSIS reporting system.

Instructions for Staff Recording Enrolment and
Attendance

Follow the instructions given in the full-time enrolment register
for recording enrolment and keeping attendance. For some spe-
cific examples, refer to the sample register below.

In completing the enrolment summary, enter in item 1 the total
number of minutes of classroom instruction during the school’s
cycle on the last school day in October and March in columns J
and K for pupils of the board and “other pupils” who are under
twenty-one years of age as of December 31, 2007. Likewise, enter
the total number of minutes during the school’s cycle on the last
school day in October and March in columns L and M for pupils
of the board and “other pupils” who are twenty-one years of age
or over as of December 31, 2007.

In item 2 of the summary, enter the number of days in the
school’s cycle, and enter the total number of minutes per cycle in
each column (in the sample, it is a six-day cycle). In item 3, enter
the full-time equivalents (see sample calculations). In item 4,
enter the total number of pupils of the board and “other pupils”
in each age category.

Sample Register
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(See reverse for instructions.)

Page z of z

Name of school

g Admissions Transfers Retirements | Pupils under 21 | Pupils 21 or over
= (out of class) (pupils not Minutes of Minutes of
Names of pupils %: oror r enrolled in instruction in instruction in
(surname first) . 2 for payment of fees for “other pupils” Internal External Internal External Ianother publicly| ~ cycle on last cycle on last
= 3lg| & (within (outside (within (outside | funded school | _School dayin school day in
§ g|&5| 8 school) school) school) school) in Ontario) | October | March | October | March
B|C
1| Almed, Aziz M| 20| OP | Afiat Amed Sopt; 4 o, 19 (7o full-tinm — | — | — | —
2 | Brani, /(/%0// Al Fl10 N/ 1egiier) — — | 720 | 720
5 | Chan, Rite F 11| OP | Jeuph Chan Sl 4 450 | 450 | — | —
4 | Dovan, Gayle Fl9 Sl 4 Jan, 9 900 | — | — | —
5 | Engel, Marion Al M| 20 Sopr;, 4 — | — | 7740 | 1020
8 | Fiske, Baverly Fl7 Sopr;, 4 June 6 12080 | 1050 | — | —
7| Garry, Dale AlM| 17 N/ — — | 450 | 420
8 | Aickolly, Richard M\ 20| OP | Myjikaning First Natien Ed. Autherity | Oct. 18 900 | 900 | — | —
9 | Fortes, Lioyd M| 9 Oat 19 | (frem full-dme regisier) 1240 | 1240 | — | —
10 | 77ipatti, Ref M| 22 lan. 16 — 60| — | —
| Willew, Swian Flzz b, 22 — 90| — | —
12 || ] I I E— —— -
0] [ LT T ]

Subtotals (if not final page) Pupis of the board

Other pupils
Pupils of the board | 5220 | 3550 | 2540 | 2160
Other pupils | 7350 | 71350 | — | —

Totals (from all pages)

Enrolment summary

. Total number of pupil minutes in cycle  Pupils of the board | 5270 | 3550 | 2540 | 2160

have been calculated in accordance with the instructions and are correct.

. ] Jeutert 2008-06-30

| certify that the equivalent full-time enrolment data (item 3) and the total number of pupils (item 4)

Signature of principal Date

(Enter totals from above.) other pupils | 7350 | 7350 | — .

N

. Total number of minutes in cycle

6 x s ) 1500 | 1500 | 1500 | 1500
3. Equivalent full-time enrolment Pupils of the board | 7,79 | 2,76 | 230 | .20
(item 1+ item 2) Otherpupils | .77 | .77 —

Pupils of the board | 3 4 3
Other pupils | 2 2 %

~

Total number of pupils
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l “Other pupils” (OP)

Admissions

(out of

Transfers

class)

Individuals or organizations responsible
for payment of fees for “other pupils”

Internal
(within
school)

External
(outside
school)

Internal
(within
school)

External
(outside
school)

Retirements

(pupils not
enrolled in
another publicly
funded school

Pupils under 21

Minutes of
instruction in
cycle on last
school day in

Pupils 21 or over

Minutes of
instruction in
cycle on last
school day in

in Ontario)

October | March

October | March
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| certify that the equivalent full-time enrolment data (item 3) and the total number of pupils (item 4)
have been calculated in accordance with the instructions and are correct.

Signature of principal

Date

21-0889E (Revised 2007/06)

Subtotals (if not final page)

Pupils of the board

Other pupils

Totals (from all pages)

Pupils of the board

Other pupils

Enrolment summary

1.

Total number of pupil minutes in cycle
(Enter totals from above.)

Pupils of the board

Other pupils
2. Total number of minutes in cycle
( x 300 )
3. Equivalent full-time enrolment Pupils of the board
(item 1+ item 2) Other pupils
4. Total number of pupils Pupils of the board

Other pupils




